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Guide Objective

This guide iglesigned taassistthe enduser with the basic automatiofunctions of BuildSA baakfice
neededfor conducting daily workasks

Specific recordype informationis not found in this guide. Other topic®ot included inthe guide:
A Electronic Document ReviefEDR/EPR)

ePermitHub Digital Plan Room

Geographic Information Syste{®IS)

Inner City Reinvestment Infill PoliiCRIP)

Ad-hocReports

FinanciaAspect

> > > > > >

Introducing Bui  |[dSA Back -office

BuildSA bacbkffice is designed to be intuitive and easy to use. Once you get to know the tools
available to you, you will quickly discover how useful they are in helping you perform your job.

1 BuildSA backffice is a wekbasedapplicatian.
.dzZAf R{! dzaSa WT220LINAYy(aQ (G2 tasRSydAFe (GKS
Logineach dayto view and accesgour dailytasks.
Refresh your system often throughout the day.

1
1
1
1 For help with BuildSAtsdbuildsasupport@sanantonio.gov
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Login and Logout

Login
1. Clickthe Accela Civic Platforimon located on your desktofgshown).
2. In the Agencyfield, type the word cosa(not case sensitive)
3. Typeyour COSA User Nanaed Passwordcasesensitive)
4. ClickLagin.
P
[Item |
Logout

It is important to sign out properly when finished working in BuildSA. Signing out ensures that other
users do not have access to your login credentials.

1. Clickon dropdown menu arrow located at the upper right hand of ttensole (#1).

= Accela cvieratom > cosa ) -

Welcome, Patricia Patricia Rosas

@ Help

FILTER PAGES & Administration
& Classic Admin
©  Switch to V360

@ <] Sign Out
ooo ooo

A dropdown menu displaysClickthe Sign Outink (#2.

‘You have 254 Tasks

n

NOTE: Us&oogle Chrome to access BuildSA

NOTEEnablepop-ups on your computer

Cleard 2 dzZNJ O2 Y LJdzi SNDa OF OKS gSS{|teo

NOTE: Should Certificate Error Navigation screen displays, click ContinuesWaebsite
(shown).

X X X X
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| https://accelatest.cosa.root.cisatbcus/ .| Certificate Error: Navigation... %

X ®BConvert v @ Select
1}5 7} Certificate Error Navigatio... i\ What Are the Causes of C... @ Leading Research, Articles... ] Suggested Sites ¥ E Accela Automation® @ BuildSA Data

‘@ There is a problem with this website’s security certificate.

The security certificate presented by this website was not issued by a trusted certificate authority.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.

We recommend that you close this webpage and do not continue to this website.

@ Click here to close this webpage.

@ Continue to this website (not recommended). %@

@ More information

Old User Interface

If, after login, BuildSA displays the old interfésleown) simply click on th&witch New Uhyperlink
located in the upper righhand corner of your screen to view the new version (shown).

(X TConvert v ESelect Z
15 . Certificate Error Navigatio_. [ What Are the Causes of C. | §B Leading Research, Articles... Suggested Sites v Ek(elai«ulcmahcn@ ) BuildSA Data Warehouse & BuildSA_DWH - Report Vi.. & City of San Antonio - Citiz_. - Ef

! If, after login, BuildSA . % -
back-office displays in
the old interface, click

l Switch New UI hyperlink.

§
i E B

d
s
J

Timeou t Mechanism

BuildSA has a builh session timeout mechanism. Should your session remain inactive for a set period
of time, BuildSA systematically ends the session.

While working in BuildSA and creating new application(s), us&ave without Submdaption if you

are unable to complete an application due to insufficient information or are stepping away from the
system momentarily. Th8ave without Submiab is found on the menu bar located at the top and
bottom of the APPLICATION INTAKE FORM.
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N

‘ Submit Save without Submit Validate Estimate Fee Reset Cancel Help |

BuildSAgenerates demporaryrecord ID to the application (for example: 16 TH{d@®1186).This
temporary number allows the endser to retrieve the application usinGlobal Search (#1) tine
Record Seargbage(steps#2, 3, 4). The Record Search page is locatédl iragesA3d).

EAcceIa Civic Platform > COSA

Record

Menu v Search New Create By Form Create Frorn

Showing 1-5 of 50+

[71  First Name D Record Tvp

CREATE NEW RECORD YOUR PAGe ALL PAGES

Rarant Clear

COM-PRJ-APP20-39802...
INV-AWM-20-2560001523
COM-BLG-PMT20-40200...

RECORD LISTS
Service Request

Record

The Interface

The BuildSA Interface

The home page is the first page you see after logging into BuildSA. The Home Page yhsipldaity
work assignmentd.ogin each day teiew and access youwwork tasks.

10
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ooo

Alley Way Maintenance
Inspection

0:00*

Sunday, Nov 22

Alleyway Maintenance

ADDRESSES
2822 BURNING TRAIL City Of
San Antonio, TX 78247

ALT-ID

INV-AWM-20-2560001523

[elele]

Completeness Review

AUG 28

WORKFLOW
82 Total Tasks
® 1 Completed
O 2 Active

ASSIGNED
Aug 26

ALT-ID
COM-PRJ-APP20-39802586

elele]

Completeness Review

AUG 25

WORKFLOW
82 Total Tasks
@® 1 Completed
O 2 Active

ASSIGNED
Aug 20

ALT-ID
COM-PRJ-APP20-39802524

E Accela Civic Platform > COSA @
Welcome, Patricia
You have 264 Tasks FILTER PAGES % E

The Console

— —

BuildSA provides a nomon interface, or backffice, for users. BuildSA offers customization options
for viewing work tasks and on some of its individual Record pages. For this reason, you may notice th
BuildSA displays differently for you than it doesdtrers.

The Buil&A interface provides links to tasks and access to pages, as well as a link for signing out of
BuildSA and accessing tHelpbutton.

The console refers to the entire working area of your screen that displays BuildSA. The console inclu
anagency bar (COSA), toolbars, main links, pages, record tabs, and detail forms. The console lets ya
work within BuildSA by clicking the main links and working in the pages.

11

at
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Civic Platform > CDB)I
Dashboard E ACCEIa

Toggle

Welcome, Patricia

Global

Search You have 254 Tasks

Launchpad 000

Alley Way Maintenance
Inspection

Clicking the Dashboard Toggle at any time, and from any other page in Build8#gsyou back to
the Home Page.

12




EAcceIa Civic Platform > COS:

»  The Main Menu
=Y istheblue (O
column shown
here to our left.
It remains
constant
regardless of
your location in aintenance
BuildSA. tion
Opened and
pinned spaces U M
displays here.
Upto20  yov2o
spaces display.
eessEmeywayewalntenance

000

ADDRESSES
2822 BURNING TRAIL City Of
San Antonio, TX 78247

ALT-ID
INV-AWM-20-2560001523

The Home Page

The Home Page is your daily starting paiftefresh often Access frequently used pages and
record forms from BuildSA by using the toolbars and main links. If a task is assigned to you, it
displays oryour Home Pagel.ogin dailyand view tasks frequently throughout the work day.
BuildSA displays tasks in re@he.

GENERAL FUNCTIONAISEPTEMBER 20
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EAccela Civic Platform > COS£

L

Click arrows

e

Alley Way Maintenance
Inspection

Features of the Home Page
f Thetasks dashboard & @& 2 dzNib IRt Téedorkfip\2 tasks listemh your desktomreyour

responsibility if a task displays on your dashboard it is assigngetoPlease see your supervisor
with questions.

1 TheLaunchpadhelps you get to where you need to be. It is thetgdocation for your
searches, reports, database information.

1 Themain menuhelps youfind what you need and when you neéd

Dashboard Display 3 o ) 5 L
¢KS Ulala RIFEaKozZ2INR IAGSA e€2dz 062 RAFTFSNBYU R
assignments:

1 Card View

9 List View
Both viewdisplaysasksassigned to youToggle between the two viewsing theWork Task

view button (shown).

14
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b= Accela cii Patorm > cosa @ v
-
Welcome, Patricia
SN oL have 254 Tasks ® =EE
— [u|n]
ooo S
. 000
Alley Way Maintenance [+
Inspection
|
Sunday, Maov 22 Click to
Alleyway Maintenance select the
o WORKFL
82 Toll Tasl_( Card
® View.
JRe— 0z [S—r——
2522 BURNING TRAIL City Of ASSIGNE
San Antonio, TX 78247 Aug 76
B Accela ouicPiatom > cosa @
Welcome, Patricia
Q You have 254 Tasks (3 FILTER PAGES v %_3 ® ACTIONS. v %I’
ooo TASK ITEM DUE DATE STATUS APPLICATION NAME DETAILS
888 - o
. N Address
%&ﬁ’fmm %g?;“ Scheduled Alleyway Maintenance 2822 BURNING TRAIL City of San Antonio, TX
IRCAL-L0- 258000108 78247
Completeness Review . H
COM.PRJ.APP20.39802586 Aug 28 Under Review c"ctit:t?z;;:t the
Completeness Review .
COM-PRJ-APP20.39802524 fug 25 Under Review
Completeness Review Additional Information
@ REPMBRAPP20-35000616 fug 20 Received

TheFilterPagesdrop-down menugives you filtering options. Click the drdpwn menu arrow to display
options(shown).

= Accelg cvi Patom > cosa @ -
Welcome, Patricia

O\ You have 254 Tasks ERIEREAGES v B5 ® BEHONS v oo
- = oo
Lalu LeveIlupinenL ¥yvorsnow "
Tasks Due
goo TASK ITEM IE DETAILS
el — | My Department Tasks 1
. Address
Alley Way Maintenance Inspe: . .
INV.AWM.20.2560001523 My Department Unassigned shance §3§i75URNING TRAIL City of San Antonio, TX
Tasks

Completeness Review My Inspections 7
COM_PR.I_APP20_1980 2586 Tmm e

Endusers may create their own personal filters to view tasks by clickinithEilters link below (#1)Click

15
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here to view Creating Your Own Filters online tutoi@ick the X directly next to My Filters link to close My
Filters page.See the Creating Filters user guide for additionfdrmation on creating filterer contact
dsdbuildsasupport@sanantonio.gov

E= Accela cii Platform > cosa @ v
Welcome, Patricia
You have 254 Tasks o5 ® SIELEIE v oo
o— oo
TASK ITEM IE DETAILS
. Address
Alley Way Maintenance Inspe N . )
INV.AWM.20.2560001523 snance ?ggi?BURNING TRAIL City of San Antonio, TX
Completeness Review -
COM.PR.ILAPP20.79802586
Task Card View
SAccela ovemsm » cos @
Welcome, Patricia
ou navfzsl B G  amees TE® Z

— = = = © =

Alley Way Maintznance Completensss Review

AUG 17

822 LULLWOOD AVE

Rex

_LevTW:y Ma'ml eeeeee [ view C Review C Review
This is the 'task card’ view. Notice the |  AUG 25 AUG 20
number of tasks assigned.

Aleyuay Mamenance

COM-PRI-APP20-38502560 COM-PRI-APP20-38302524

REPMBR-APP20 28000858 \-/

The Load More tab displays until
all tasks are uploaded. J_'/

LOADMORE

Important things to knowvhen using thelask Card view:

1 Six (6) cards display by default when the home page first loadd.adteMorelink located at
the bottom of the page allows you to view more of your tasks. Tasks load in incremsixs of

1 TheFilter control gives you input into which taslgsplay.Contact the BuildSA Support Team for
help withadding filters to your droglown filter menu.

Important: Each task card is a separate task assigned to you.
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1 You can use either List View or Task Card view to access your tasks.

Features of the Task Card View

1 Taxk card titles tell you at a glance what the task
9 Titles in blue font indicate a hyperlink. Clicking on hyperlinks open the task details in a new space.
If hovering over black text titles and a small hand indicator displays, the text is a hyperlink.

1 Howringon the options button(#1)displays a slideut panel that provides you with a hyperlink
to actions you can perform. Sligrit panels may also provide hyperlink access to record tasks or
record contactsClaim and Release are outf-the-box functiomality and not for use at this
time. Tasks may be assigned using the slmlé@ panel however, best practice is to assign tasks
using the Workflow Tab of the record

1] oo |

Com)| Assign

Julius Caesar
woRkELow  Abplicant
a7 Total T 210-207-0000
® 1Co
O 2 Acl Commercial Project

Application
ASSIGNED -

Aug 26

ALT-ID
COM-PRJ-APPZ0-33602586

UNDER REVIEW

1 Key information for tasks displays on the card, including important data such asatkje d
schedule time, conditions, andore.

1 Icons indicating holds, conditions, notes, and locks, display prominently on task cards as different
colored icongshown).
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@ coo | *

Completeness Review

L

Blue round icon with an 'i' in the
center indicates a Notice

condition placed on this record.

WORKFLOW
22 Total Tasks

® 1 Completed
O 1 Active

UNDER REVIEW

—_—

Completeness Review

Orange banner with a hand icon
JUL 1 indicates a Hold condition
placed on this record.

Completeness Review

Orange banner with an
I_ 1 exclamation pointindicates a
Required condition placed on
this record.
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alele

Completeness Review

L
JUL 1 Red banner with a Lock 1

icon indicates a Lock
condition placed on this
record. Supervisor must
approve Lock conditions
before placing on record.
Lock condition stops
workflow.

Task cards provide a nice visual for browsing, but more importantly, theypaisae a significant

amount of relevant information and functionality that can help you plan your course of action to
address your task.

Task Card Example

Task cards provide you with a number of useful details at a glance. They also provide youeveiibkon
access to the record of origin. See the example below to learn more about what data displays on the

task card.
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e o000

o Completeness Review

© AUG 25

WORKELOW
82 Total Tasks
@ 1 Completed
O 2 Active

ASSIGNED
Aug 20

ALTAD
COM-PRJ-APP20-33502524

UNDER REVIEW

PO ©

1 Workflow Task Title

2 Task Due Date

3 Options button: when clicked displays side panel. To
close side panel, click the Options laritonce more.

4 Total tasks in the record

5 Date task assigned

6 Record ID # and link to access the record

7 Workflow status

Task Card Details
9 Other Details Taskcentric details tell the user something about how to interact with that task.

Should aMeeting Task Cards displalo not Accept or Reject using BuildSAtlook and
BuildSA are notinked at this time.

List View

1 Task items are listed in a table format. Six (6) tasks display by default when the page first loads.
Use theLoad Morelink, locded at the bottom of the page, to view more of your tasks. Tasks load
in increments of siX6).

Selectone or more task items and perform actions them.

TheActionsbutton gives you access to commands you can apply to one or morieask

TheFilter button gives you control over which tasttsplay.

You can toggle to a task card view using the dashboard digpteyns.

= =4 —a -
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1 The List view provides an actions button that allows the user to export that list to CSV. A CSV
(Comma Separated Values) file allovesadto be saved in a table structured fornggixcel).

Using the List View

EAccela Civic Platform > COSA

Welcome, Patricia

‘You have 254 Tasks (5

TASK ITEM

The list view gives you the ability to view many tasks at once in a table format. This is useful to quickl
compare due dates of assignments in your queue, as shown in the image. BeCSVis a comma
separated values file, which allows data to be saved in a table structured format (Excel).

Follow stepdl and 2to generate an excel sprealeet of your taskNote that the spreadsheet
contains information at the time it was createluildSA backffice is webbased and generates
tasks in reatime. A task may be assigned using the List View§t2the preferred method is
using the Workflow Task bar in the record. Tasks may only be assigned using the List View, one at
a time. TheAssign option does not display if more than one task is selected.

Alley Way Maintenance Inspection
INV-AWM-20-2560001523

Completeness Review
COM-PRJ-APP20-39802586

Completeness Review
COM-PRJ-APP20-39802524

After clickingexport to CS\the information displays as shown. Click Print (#1) to print.

o ACTIONS = oo
E=® (2 i
Assign -
DETAL
Addrg
2821 o
78247 A
Print
=B

Untitled - Google Chrome
-
@ aboutblank
Print | Close
Task Item

COM-PRJ-APP20-39802586

Due Date Status Application Name Details
[Alley Way Maintenance Inspection pooAM [ A llevmvay Mant [Address
INV-AWM-20-2560001523 Nov 22 ecule eyway Mamntenance 2322 BURNING TRAIL City of San Antonio, TX 78247
Completeness Review lAug 28 Under Review

Completeness Review

[REP-MBR-APP20-35000586

COM-PRI-APP20-39802524 Ave25  [Under Review

g;?ﬂ$;ffp%§;{?;’0006 16 |Aug 20 Additional Information Received

PP AR APP20. 35000616 pog20  |UnderReview

S R 3{32 50" [Reschedvied [Alleyway Maintenance s BURNING TRATL City of San Antonio TX 78247
Completeness Review Aug 17 Under Review 822 LULLWOOD AVE
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Actions Menu in List View

If you have tasks with conditions, the condition icalsplayto the left of the Task
(shown).

By default only six (6) tasks display when you first open the task list view. Upethe R digk S X
the bottom of the page to increase the task list. Tdsksl in increments of six (6You can perform
actions onone task or select multiple tasks and perform a batch action on them.

For example, select a singlask Itenby clicking the arrow to the left of the Task Item (shown). Click
the Actions dropdown menu arrow to view optionavailablefor action.

If youselect more than one task and then clis&tions the available actions include only those that
you can apply to ALL selected tadkste: the Assign option does not display.
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